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Appendix C: TRS Pledge of Confidentiality

RELAY CENTER CODE OF ETHICAL BEEHAVIOR

A5 PART OF THE RELAY SERVICES ORGAMNIZATION, ALL EMPLOYEES, CONTRACTORS AND VISI-
TORS AREBOUND TOTHELAW § OF THE STATE AND THE FOLLOW ING GUIDELINE §:

1. ALL TELECOMMUMICATION 5 RELAY SERVICE CALL RELATED INFORMATION IS5 TO BE
STRICTLY CONFIDENTIAL. Theemployee, contractor or wis itor s hall netreveal any informaticn
aouired during or obs erving a relay call. Any callrelated questions or problems are o bediscus sed
with management
2. NOTHING IS TOBE EDITED OR OMITTED FROMTHE CONTENTOF THE CONVERSATION OR
THE SPIRITCF THE SFEAKER. The employees hall rans mitexactly whatis 5 aid in the way thatitis
intended in the language of the customers choice.
3. NOTHING 15 TO BE ADDED OR INTERJECTED INTO THECON TENT OF THE CONVERSATION OR
THE SPIRITOF THE SPEAKER. The employes shall not advise, couns e, or interject pers onal
opinicns , evenwhen asked o do s o bythe cons umer.
4. TO ASSURE MAXIMUMUSER CONTROL, THE EMPLOYEEW ILL BEFLEXIELE IN ADAPTINGTO
THECONSUMERS NEED 5.

. EMPLOYEESWILLSTRIVE TO FURTHER COMPETENCY IN SKILLS AND KNOWLEDGE
THROUGH CONTINUED TRAIMNING, WORKSHOPS, AND READING OF CURRENTLITERATURE IN
THE FIELD.

on

| hawe read and unders tand the Relay Center Code of Ethical Behavior. | agree to comply with this Code
and any applicable State and Federal laws pertaining to Telecommunications Reby Services and
undersand thatfailure to de s o will lead o companydis ciplinary action that mayreas ult in my terminaticn
and orim inal pros ecution.

EMPLOYEECONTRACTORVISITOR SIGHNATURE DATE

MANAGER/SUPERVISOR SIGHNATURE DATE
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CapTel CA Pledge of Confidentiality

Confidentiality Policy

e | will not discloseto any individual (outside of a member of the CapTel management staff) the identity of any
caller or information | may learn about a caller (including names, phone numbers, locations, etc.) on any
CapTel call.

I will not act upon any information received while processing a CapTel call.
I will not disclose to anyone the names, schedules, or personal information of any fellow worker at CapTel
Inc.

e | will not share any information about CapTel calls with anyone except a member of the CapTel Inc.
management staff in order to investigate complaints, technical issues, etc.

e | will continueto hold in confidence all information related to the work and calls | have performed while at
CapTel Inc. after my employment ends.

o | will never reveal my Captionist ID number in conjunction with my name unless asked by a member of the
CapTel Inc. management staff.

e | will not share with anyone any technical aspect of my position at CapTel Inc. unless asked by a member of
the CapTel Inc. management staff.

I will not talk about consumers or call content with any fellow Captionists.
| will not listen to or get involved in calls taken by fellow Captionists.

| have read the above Confidentiality Policy and understand a breach of confidentiality will result in disciplinary
action up to and including termination of employment at CapTel Inc. | recognize the serious and confidential nature of
my position and therefore promise to abide by these guidelines.

Employee Name Date
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